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Connections For Life 
Executive Assistant 

Job Description 
 
 

TITLE:    Executive Assistant  
BASIC FUNCTIONS:  Support Connections For Life Executive Management 
REPORTS TO:  Executive Director 
PAYROLL CATEGORY: Non-Exempt/ Part-time 
REQUIREMENTS: Education: Associates Degree preferred. 
 Experience:  At least four years of advanced computer 

experience; 10-key calculator by touch; proficient in use of 
word processing, Excel, power point, brochure software, 
and database computer applications. Knowledge and 
experience with accounting practices, common human 
resources practices. 
Special skills and knowledge: The Executive Assistant must 
have a professional presence, be proficient in writing skills, 
reporting skills, scheduling, Microsoft office skills, 
organization, time management, presentation skills, travel 
logistics, and verbal communication.  Must have the ability 
to communicate with board members/vendors and provide 
support to the Executive Director and the Associate 
Director.  

 
CORE RESPONSIBILITIES: 
 

1. Assists the Executive Director with managing the Board documents, 
meetings, outreach, etc.  

2. Provides assistance to the Associate Director as requested.     
3. Assists with maintaining and updating CFL publications and all related 

media.  
4. Produces information by formatting, inputting, editing, retrieving, 

copying, and transmitting text, data, and graphics. 
5. Conserves director’s time by reading, researching, and routing 

correspondence; drafting letters and documents, collecting and 
analyzing information. 

6. Maintains director’s appointment schedule by planning and scheduling 
meetings, conferences, teleconferences, and travel. 

7. Represents the directors by attending meetings in their absence; 
speaking on their behalf.  

8. Welcomes director’s guests in person or on the telephone; answering or 
directing inquiries. 

9. Maintains customer confidence and protects operations by keeping 
information confidential. 

10. Completes projects by collaborating with project appropriate staff. 
11. Prepares reports by collecting and analyzing information. 
12. Provides historical reference by developing and utilizing filing and 

retrieval systems; recording meeting discussions. 
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13. Contributes to team effort by accomplishing related results as needed. 
14. Other duties as specified and assigned by the employer. 

 

Physical Demands 
 
 While performing the responsibilities of the job, the employee is required to talk 
and listen. The employee is required to sit for long periods of time and use their hands 
and fingers, to handle or feel. The employee is occasionally required to stand, walk, 
reach with arms and hands, climb or balance, and to stoop, kneel, crouch or crawl. 
Vision abilities required by this job include close vision. 


